CHANGE THE VIEW OF A TABLE 


You can view 
a table in four 
different ways. 
Each view 
allows you 
to perform 
different tasks. 





■ In this example, the 0 Click the view you 

table appears in the want to use. 

Datasheet view. 


D Click in this area 
to display the table in a 
different view. 



Outdoor Sporting Go... 


• The table appears in 
the view you selected. 

In this example, the 
View button changed 
from to 


Order Details: Table 


To quickly switch 
the Datasheet ( ) 

Design ( ) views, 

the View button. 



between 

and 

click 
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THE TABLE VIEWS 


Design 
Tables “T 


CHHEE 


CEHEXB 


The Design view displays the structure of a table. 
You can change the settings in this view to specify 
the kind of information you can enter into a table. 



The Field Name 

area displays 
the name of 
each field in 
a table. 


The Data Type area 
displays the type of 
data you can enter 
into each field, such 
as text or numbers. 


The Field 

Properties 

area shows the 
properties for 
the current field. 


The Datasheet view displays all the records in a 
table. The field names appear across the top of the 
window and the information for one record appears 
in each row. You can review, enter and edit records 
in this view. 
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The PivotTable view allows you to summarize and 
analyze the data in a table. When you first display 
a table in this view, the PivotTable is empty and 
you must add the fields you want the PivotTable 
to display. For information on using the PivotTable 
view, see page 232. 


The PivotChart view allows you to display a graphical 
summary of the data in a table. When you first display 
a table in this view, the PivotChart is empty and you 
must add the fields you want the PivotChart to display. 
For information on using the PivotChart view, see 
page 238. 
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ADD A FIELD 


You can add a 
field to a table 
when you want 
the table to 
include an 
additional 
category of 
information. 


A field is a 
specific category 
of information 
in a table, such 
as the phone 
numbers of all 
your clients. 



El Click the name of the 
field you want to appear 
after the new field. A 
triangle (► ) appears 
beside the field name. 


To add a field to the 
end of your table, click 
the area directly below 
the last field name. 
Then skip to step 3. 



12:00 PM 


Click to add 
a field to your table. 

■ A new row appears 
where you can enter 
information for the 
new field. 


Type a unique name 
for the field and then 


press the Enter key. 
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Tip 

1l 


What should I consider when adding fields 
to a table? 

Make sure each field you add to a table 
relates directly to the subject of the table. 
You should also make sure you separate 
the information you want to include in 
a table into its smallest parts, such as 
First Name and Last Name. 



What data type should I select for my new 
field? 

The data type you should select depends 
on the type of information you want to enter 
in the field. For example, you can choose 
the Currency data type for a field you want 
to contain monetary values, such as the 
prices of products. For more information 
on data types, see page 82. 




sets the data type for the 
new field to Text. 

Q To specify a different 
data type for the new field, 
click the arrow ( ) to 

display a list of data types. 


To return to the Design 
view, click 


Click the appropriate 
data type for the field. 

“0 Click to save 

your change. 

— Q Click to 

display your table in 
the Datasheet view. 


The new field appears 
in your table. 








































































DELETE A FIELD 




DELETE A FIELD 


Before you delete a 
field, make sure the 
field is not used in 
any other objects in 
your database, such 
as a form, query or 
report. 

You cannot delete a 
field used to create 
a relationship with 
another table in 
your database. 

For information 
on relationships, 
see page 128. 


from a table. 


If you no longer 
need a field, you 
can permanently 
delete the field 
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L n Click the name of 
the field you want to 
delete. 


E3 Click to delete 
the field. 
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■ A confirmation dialog box 
may appear. 

0 Click Yes to permanently 
delete the field. 


The field disappears 
from your table. 

Click to save 
your change. 



















































You can change 
the order of 
fields to better 
organize the 
information 
in a table. 


When you rearrange 
fields in the Design 
view, Access also 
displays the changes 
in the Datasheet 
view of a table. For 
information on the 
views of a table, see 
page 74. 
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REARRANGE FIELDS 


REARRANGE FIELDS 



D Click the area to the 
left of the field you want 
to move. The field is 
highlighted. 


_ 

El Position the mouse 
over the area to the left of 
the field (I changes to ) 
and then drag the field to 
a new location. 



A thick line shows 
where the field will appear. 























































DISPLAY FIELD PROPERTIES 


You can display the 
properties for each 
field in a table. The 
field properties are a 
set of characteristics 
that control how data 
is entered, displayed 
and stored in a field. 


For example, a field 
property can specify 
the maximum number 
of characters a field 
can accept. 



DISPLAY FIELD PROPERTIES 
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This area displays 
the field name and 
data type for each 
field in your table. 


1 


You can click 
or to browse 
through the fields. 
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Outdoor Sporting Go... ■ Order Details :Table 


Click the name of 
a field to display the 
properties for the field. 

t: A triangle (► ) appears 
beside the field name. 


1 


This area displays 
the properties for the 
field you selected. 

Note: The available properties 
depend on the data type of the 
field. For information on data 
types, see page 83. 
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ADD A FIELD DESCRIPTION 


Design A 
Tables “F 


You can add a 
description to 
a field to help 
you determine 
the kind of 
information 
you should 
enter in the 
field. 


You can use up to 
255 characters to 
describe a field. 



ADD A FIELD DESCRIPTION 
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U Click the 
Description area for 
the field you want to 
add a description to. 

\-B Type the 
description. 

Click to save 
your change. 
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Note: The Property Update Options 
button m ) may appear, allowing 
you to automatically add the field 
description to all your forms or reports 
that display the field. For more 
information, see the top of page 85. 

□ Click to display your 
table in the Datasheet view. 


L 0 Click anywhere in 
the field you added the 
description to. 


i 


The description for the 
field appears in this area. 

"■ To return to the Design 
view, click . 
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CHANGE A DATA TYPE 


You can change the 
type of data you can 
enter into a field. 


Order ID | Company Name 


_ Twt 

1 J J at ^jpAistoro 

2 Person Inc. 

3 iVliirtin Vat Supplies 


Changing the data type 
for a field helps prevent 
errors when entering data 
in the field. Access will 
not accept data that does 
not match the data type 
you specify. For example, 
you cannot enter text into 
a field with the Number 
data type. 


CHANGE A DATA TYPE 


ilk ILHril Jm L, 


Product 

Quantity 









! 

f 






/ 






l. Ctomny _ 
$ 20.00 
$10.00 
$ 10.00 




KJ Click the Data Type 
area for the field you 
want to change to a new 
data type. An arrow ( ) 

appears. 


Click the arrow 
to display a list of data 
types. 

El Click the data type 
you want the field to use. 


The field changes 
to the new data type. 

Q Click to save 
your change. 


If you change the data type 
for a field that contains data, 
Access will display an error 
message if it encounters errors 
while converting the data. To 
delete the data that is causing 
the errors, click Yes. To cancel 
the change, click No. 
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DATA TYPES 



Text 

Accepts entries up to 255 characters long that 
include any combination of text and numbers, 
such as names or addresses. Make sure you 
use this data type for numbers you will not 
use in calculations, such as phone numbers, 
product numbers or zip codes. 



Memo 


Number 


Accepts entries up 
to 65,535 characters 
long that include any 
combination of text 
and numbers, such 
as notes, comments 
or descriptions. 



Accepts numbers 
you want to use in 
calculations. For 
calculations that 
involve monetary 
values, use the 
Currency data type. 



Date/Time 

Accepts only 
dates and times. 



Currency 

Accepts monetary 
values. 



AutoNumber 

Automatically numbers 
each record for you. 
The numbers may not 
begin at 1. 



Yes/No 

Accepts only one of 
two values—Yes/No, 
True/False or On/Off. 


y Yes No 


OLE Object 


r 

Hyperlink 


Accepts OLE objects. 

An OLE object is an 
item created in another 
program, such as a 
document, spreadsheet, 
picture or sound. 



Accepts hyperlinks 
you can select to 
jump to a document 
or Web page. 
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SELECT A FORMAT 



You can select a 
format to customize 
the way information 
appears in a field. 
For example, you 
can select the way 
you want numbers 
or dates to appear. 
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Long Date 


Short Date 



Selecting a 
format will not 
change how 
information is 
stored in a table. 


SELECT A FORMAT 


Ui: >uajil jLL rn 


.EWf* 

- 

id > d \1 


■ 1 Ji -1 1 

P Prwiuni. 1 iw 


JTJfi V: 


hi®* 


fl* [** 

[jl- dU 


IfflH!- IP* Ifr** ffSt 


A3.: 


■ P'id^-riJ : TAhli 



1 JSP**- j 


hur 

* -^-p ■ 

Tt, *-br- -4 tNlfiSt 



f 

mmm 


A 


if A. -5 


r-wt 

— 


fn - PI - '**■. 


Outdoor Sporting Go... • Products:Table 


11 Click the field that 
contains the data you 
want to display in a 
new format. 


0 Click the area beside 
Format. An arrow ( ) 

appears. 



L 0 Click the arrow ( ) to 

display a list of formats. 

Note: A list of formats only 
appears for fields with the 
Number, Date/Time, Currency 
AutoNumber or Yes/No data 
type. For information on data 
types, see page 82. 


Q Click the format 
you want to use. 
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What formats are available? 

Fip 

There are several different formats that 
you can choose from. For example, you 
can format numbers as currency using 
the dollar ($) or Euro (€ ) symbol, as a 
percentage, or as scientific notation. You 
can also format dates and times using 
many different styles, such as "Saturday, 
June 19, 2004" or "5:34:23 PM." 


-,23^6 73 

^ vvf"" 'Y- 



Formats 

Currency 

$3,456.79 

Euro 

€3,456.79 

Percent 

123.00% 

Scientific 

3.46E+03 

Long Date Saturday, June 19, 2004 

Short Date 

6/19/2004 

Long Time 

5:34:23 PM 


Tip 


Why does the Property Update Options 
button { ) appear when I change the 

format of a field? 

You can use the Property Update Options 
button ( *- ? !) to automatically change the 
format of the current field in all your forms 
or reports that display the field. Click the 
Property Update Options button to display 
a list of options and then select the option 
you want to use. The Property Update 
Options button is available only until you 
perform another task. 
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I H 
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The format you 
selected appears in 
this area. 


0 Click to save your 

change. 

"0 Click to display your 
table in the Datasheet view. 


ri li J ■-* T* 

u 

,|L V f, H • .K J> 

J " 

j.i 







1 



CaMoan* 


UMi m --jtMk \ UMfl * 

- I.N.J41 j 



► 

p$. - 

Fnhng 


■215 

4? 




■ 

£ fnwna 

IIIM® 

1__SHJ._ 

f- 





M | 

moo 

SBff 

» 





fnhwi 






J 


Ji'il-'i J 

\ si P.y> 

1 ran 36 




27 Lnw R*dJ* 

Ekwii-iQ 

i m 

-l-J 

; 




-isr-wiTf nk 

li ■ -r 

%IIW 

irm 

7n- 




Kd 








tUpa.ll 

Jj-M 

r _na 

tV 



J 




_ .M_ 

€■] 



L. 

si cm* 



[' jhrf_ 

ii; 



, 

nv*i+ 

Emu u 

HCfl^ 

’Fi" 

It 




!i F iihna : iw 

Fiiiicia 


1KB 

ED 



Whirl P.ul 

J*- 1 

L 1 - , 

KT1 

r 


■ * Ar,: n. 







■.Mr' 

3 F 1- 






^ Outdoor Sporting Go... 


I 


The data displays the 
format you selected. 

I Access will automatically 
change any data you enter 
in the field to the new format, 
For example, Access will 
automatically change 1234 
to $1,234.00. 



To return to the Design 
view, click 
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You can change 
the size of a text 
or number field 
to specify the 
maximum size 
of data that you 
can enter in 
the field. 


First Name 

Last Name City 

Jack 

Adams 

New York 

Ryan 

Smith 

Boston 

Jason 

Cook 

San Diego 

Ann 

Lewis 

Jacksonville 

Paul 

Fraser 

Nashville 

Janet 

Young 

Atlanta 


r 

State 

r 

nr r y 

n 

M A 

n 

lc [A 


rr 


‘ ■ " •“ 




You should select 
the smallest possible 
field size for data. 
Smaller field sizes 
can be processed 
faster, require less 
memory and use 
less storage space. 

Changing the field 
size also helps you 
reduce errors when 
entering data. For 
example, if you set 
the size of a text 
field to 2, you can 
enter CA but not 
California. 


TEXT FIELDS 
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g Click the field 
you want to accept 
a maximum number 
of characters. 


The area beside Field 
Size displays the maximum 
number of characters you 
can currently type in the 
field. The default setting 
is 50. 



Double-click the number 
to highlight the number. 



Type the maximum 
number of characters you 
want the field to accept. 

Note: You can enter a number 
from 0 to 255. 

Q Click to save 
your change. 


A warning dialog box 
appears if you are reducing 
the size of a text field that 
contains data. Access will 
shorten any data that is 
longer than the new field 
size. To continue, click Yes. 
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Tip 


What field sizes are available 
for number fields? 

Access offers several field sizes 
for number fields. Some field 
sizes allow you to only enter 
whole numbers. If you want to 
be able to enter numbers with 
decimal places, such as 1.23, 
you must select the Single, 
Double or Decimal field size. 


Field Size 

Range 

Decimal 

Places 

Byte 

0 to 255 

none 

Integer 

-32,768 to 32,767 

none 

Long Integer 

-2.1x10 9 to 2.1x10 9 

none 

Single 

-3.4x10 38 to 3.4x10 38 

7 

Double 

-1.8x10 308 to 1.8x10 308 

15 

Decimal 

-10 28 to 10 28 

28 



NUMBER FIELDS 





• Order Details... 


Click the field you want 
to only accept a certain 
type of number. 


El Click the arrow ( ) 

to display a list of options. 


L E Click the area beside 

Field Size. An arrow ( ) 

appears. 


► 



□ Click the type of number 
you want the field to accept. 

Note: For information on the types 
of numbers available, see the top 
of this page. 

Click to save your 
change. 


A warning dialog box 
appears if you are reducing 
the size of a number field 
that contains data. Access 
will change or delete data 
that is larger than the new 
field size. To continue, 
click Yes. 
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You can 
specify how 
many decimal 
places you 
want numbers 
to display in a 
field. 


You can display 
up to 15 decimal 
places after the 
decimal point 



Changing the 
number of 
decimal places 
will not affect the 
way numbers are 
stored or used in 
calculations. 


CHANGE THE NUMBER OF DECIMAL PLACES 
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U Click the field that 
contains the data you 
want to display a specific 
number of decimal places. 


0 Click the area beside 
Decimal Places. An 

arrow ( ) appears. 
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Outdoor Sporting Go... ® Order Details :Table 


"0 Click the arrow ( ) 

to display a list of decimal 
place options. 


□ Click the number 
of decimal places you 
want the data in the 
field to display. 


Note: The Auto option will 
usually display numbers 
with two decimal places. 
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Why does the Property Update Options 
button ( ) appear when I change the 

number of decimal places for a field? 

You can use the Property Update Options 
button ( ) to automatically update the 

number of decimal places for the field in all 
your forms or reports that display the field. 
Click the Property Update Options button to 
display a list of options and then select the 
option you want to use. The Property 
Update Options button is available only 
until you perform another task. 
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Why doesn't my data display the number 
of decimal places I specified? 


Changing the number of decimal places 
will not change the appearance of numbers 
if the Format property of the field is blank 
or set to General Number. To change the 
Format property of a field, see page 84. 
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The number of decimal 
places you selected 
appears in this area. 


“0 Click to 

save your change. 

“0 Click to 

display your table in 
the Datasheet view. 


The data displays the 
number of decimal places 
you specified. 

When you enter data 
in the field, Access will 
automatically display 
the data with the correct 


Note: If Access changes decimal 
places you type to zeros (example: 
12.34 changes to 12.00), you need 
to change the field size. To change 
the field size, see page 86. 

To return to the Design 
view, click 


number of decimal places. 
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ADD A CAPTION 


You can add a 
caption to a field. 
The caption will 
appear as the 
heading for the 
field instead of 
the field name. 




Preparation Time 
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A caption can be 
longer and more 
descriptive than 
a field name. 

After you add a 
caption to a field, 
any forms, reports 
or queries you 
create that include 
the field will display 
the caption instead 
of the field name. 


ADD A CAPTION 
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Click the field you 
want to add a caption to. 

E3 Click the area beside 

Caption. 

Note: If a caption already exists, 
drag the mouse 1 over the 
caption to highlight the text. 


□ 


Type the text for 
the caption. 

Click to save 

your change. 

0 Click to display 

your table in the 
Datasheet view. 
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"■ The caption you 
entered replaces the 
field name in your table. 


i 


To return to the 
Design view, click 









































































SET A DEFAULT VALUE 


You can specify 
a value that you 
want to appear 
automatically in a 
field each time you 
add a new record. 
Setting a default 
value saves you 
from having to 
repeatedly type 
the same data. 



SET A DEFAULT VALUE 
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For example, 
if most of your 
customers live in 
California, you can 
set "California" as 
the default value 
for the State field. 

In a field that 
contains dates, 
such as an Order 
Date field, you 
can set the current 
date as the default 
value for the field. 
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Outdoor Sporting ... ■ Customers :Table 


U Click the field you want 
to have a default value. 

E Click the area beside 

Default Value. 

B Type the text or 
number you want to 
set as the default value. 


Note: To set the current date as 
the default value, type =Date() 

'□ Click to save your 

change. 

B Click to display 

your table in the 
Datasheet view. 


The default value 
automatically appears 
in the field each time 
you add a new record. 
You can accept the 
default value or type 
another value. 


Note: Setting a default value 
will not affect existing data 
in the field. 

To return to the 
Design view, click 
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DATA ENTRY REQUIRED 


You can specify 
that a field must 
contain data for 
each record. This 
prevents you 
from leaving 
out important 
information when 
entering data. 


For example, a 
table containing 
invoice information 
can require data 
in the Invoice 
Number field. 



DATA ENTRY REQUIRED 
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Click the field you want 
to always contain data. 

Q Click the area beside 
Required. An arrow ( ) 

appears. 


E3 Click the arrow ( ). 

□ Click Yes to specify 
that the field must contain 
data. 



I To specify if you want the 
field to accept a zero-length 
string ( MM ), click the area 
beside Allow Zero Length. 

An arrow ( ) appears. 

Q Click the arrow ( ). 


O Click Yes or No 
to specify if you want 
the field to accept a 
zero-length string. 

O Click to save 
your changes. 
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What is a zero-length string? 

A zero-length string ( MM ) indicates that 
no data exists for the field. A zero-length 
string is useful when a field is set to 
require data, but no data exists. For 
example, if the Fax Number field must 
contain data, but a customer does not 
have a fax number, you can enter a 
zero-length string in the field. You can 
allow zero-length strings only in fields 
with the Text, Memo or Hyperlink data 
type. For information on data types, 
see page 82. 

To enter a zero-length string, type"" in 
a cell. When you enter a zero-length 
string, the cell will appear empty. 


_ 

ID 

First Name 

Last Name 

Phone 

Fax 

1 

Linda 

Harris 

555-4433 

555-4434 

2 

Frank 

Hill 

555-1234 

> 

3 

David 

Jones 

555-6677 

555-6678 

4 

Nancy 

King 

555-1215 

555-1216 

5 

Stacy 

Lee 

555-2200 

> 

s 

6 

Ann 

Lewis 

555-1543 

555-1550 

7 

Amy 

Martin 

555-6235 

555-6236 

8 

Sara 

Miller 

555-8976 

1 J 


CAN CONTAIN 
ZERO-LENGTH 
STRINGS 





■ If your table contains 
data, a dialog box appears, 
asking if you want to check 
if the field contains data for 
all existing records. 


Note: If you want to check 
the field, click Yes 

EE] Click to 
display your table in 
the Datasheet view. 


EH If you do not want to 
check the field, click No. 



m When you enter a new 
record, an error message 
will appear if you do not 
enter data in the field. 


To close the dialog box 
so you can enter data in 
the field, click OK. 

To return to the Design 
view, click 
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ADD A VALIDATION RULE 


You can add a 
validation rule to 
help reduce errors 
when entering 
data in a field. A 
field that uses a 
validation rule can 
only accept data 
that meets the 
requirements you 
specify. 



ADD A VALIDATION RULE 
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| Click the field you want 
to use a validation rule. 

0 Click the area beside 

Validation Rule. 


I Type the validation rule 
you want to use to limit 
the data you can enter 
into the field. 

Note: For examples of validation 
rules, see the top of page 95. 


Q To create the error 
message you want to 
appear when incorrect 
data is entered, click the 
area beside Validation 
Text. 

0 Type the error message 
you want to appear. 


Note: If you do not specify an 
error message, Access will 
display a standard message. 

“0 Click to save 
your changes. 
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What validation rules can I use? 

Here are some examples of validation rules 
that you can use. For more examples, see 
page 214. 


m RULE 

| DESCRIPTION * 

1 <1000 

Must be less than 1000 

1 <>o 

Cannot be zero 

1 Between 100 and 200 

Must be between 100 and 200 

USA or Canada 

Must be USA or Canada 

Like “????” 

Must have 4 characters 

Like “##” 

Must have 2 numbers 


r /jagB *3 

_validation rules 


Tip 

V 


What should my error message contain? 

When you enter incorrect data, the error 
message that appears should clearly explain 
why the data you entered is incorrect. For 
example, the error message "You must enter 
a number between 1 and 100" is more 
informative than the message "Data Rejected." 
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A dialog box appears, 
asking if you want to 
check if the existing data 
in the field meets the 
requirements you specified. 

E2 If you do not want to 
check the existing data, 
click No. 


Note: If you want to check the 
existing data, click Yes 

Q Click to display your 
table in the Datasheet view. 



When you enter 
data that does not 
meet the requirements 
specified for the field, 
the error message you 
typed in step 5 will 
appear. 


To close the dialog 
box so you can enter 
different data, click OK. 

To return to the 
Design view, click 























































































CREATE AN INPUT MASK 


You can create an 
input mask to control 
the type of information 
you can enter in a 
field. Input masks 
reduce errors and 
ensure data has a 
consistent appearance. 


The Input Mask Wizard 
provides commonly 
used input masks that 
you can choose from. 

You can use the Input 
Mask Wizard only in 
fields with the Text or 
Date/Time data type. 
For information on data 
types, see page 82. 



CREATE AN INPUT MASK USING THE WIZARD 



LI Before starting the Input 
Mask Wizard, you must 
save your table. To save 
your table, click 

' 0 Click the name of the 
field you want to use an 
input mask. 


_ Click the area beside 

Input Mask. A button (Q 
appears. 

UQ 

Click the button (G) 
to start the Input Mask 
Wizard. 



The Input Mask Wizard 
appears. 

This area displays the 
available input masks and 
how the data will appear 
in the field. 

Click the input mask 
you want to use. 


To try the input mask 
you selected, press the 
Tab key and then type 
the appropriate data. 

Q Click Next to continue. 
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Tip 


Why does a dialog box appear when I try 
to start the Input Mask Wizard? 


When you try to start the Input Mask Wizard 
for the first time, a dialog box appears, 
stating that the wizard is not installed on your 
computer. To install the wizard, click Yes. 



Tip 


How can an input mask save me time 
when I enter data in a field? 


Input masks can save you time by 
automatically entering characters for 
you, such as brackets (), hyphens (-) 
and slashes (/). For example, when you 
type 2015551234 in a field that uses the 
Phone Number input mask, Access will 
change the data to (201) 555-1234. 


] 


2015551234 


(201) 555-1234 
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This area displays the 
input mask you selected. 

O To select a placeholder 
character for the input 
mask, click in this area. 




Click the placeholder 
character you want to use. 

Note: When you enter data in the 
field, the data you type will replace 
the placeholder characters. For 

example, (_)_-_ will 

change to ( 555 ) 555-3874. 



^ To try the input mask 
with the placeholder 
character you selected, 
press the Tab key and 
then type the appropriate 
data. 


Click Next to continue. 

■ You can click Back 
at any time to return to a 
previous step and change 
your selections. 
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CREATE AN INPUT MASK 



When you create 
an input mask, the 
wizard may ask 
how you want to 
store the data you 
enter in the field. 


You can store data 
with or without symbols. 
Storing data without 
symbols saves storage 
space on your computer. 



CREATE AN INPUT MASK USING THE WIZARD (CONTINUED) 


: ^ - ww 



ikm 4* rv- -r> w ^ l* it*t ' 


r £l '■.TT.P* ntfiliiAhridHfa P.c 


MCt>i*i t m 


0 “-ihM fa ikwWI r Ita tmk, t¥w 


« 



‘ • a t ' .vjrr ' 

SHE <*,«-■ 

_ _ _ 


I E-* J 


-?■ Tribute Electronics :... 


E Click an option to 
specify how you want to 
store the data in the field 
( changes to ). 


Note: This screen does 
not appear for some input 
masks. If the screen does 
not appear, skip to step 14 . 

EE Click Next to 
continue. 



This message appears 
when you have provided 
all the information the 
wizard needs to create 
the input mask. 


EE Click Finish to 
close the wizard. 
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After creating an input mask, why 
doesn't the data I enter appear the 
way I expect? 

After you use an input mask to enter 
data in a field, Access will display the 
data using the format set for the field. 
For example, if you enter the date 
01/25/2004 in a field that uses the 
Short Date input mask and the 
Long Date format, the date will 
automatically change to Sunday, 
January 25, 2004 after you press the 
Enter key. To select a format for a 
field, see page 84. 




This area displays 
the input mask. 

ED Click to save 
the input mask. 


ED Click to 
display your table in 
the Datasheet view. 


USE AN INPUT MASK _ 

D Click an empty cell in 
the field that uses the input 
mask. 

0 To move to the beginning 
of the cell, press the Home 
key. 


Note: Access will only accept 
characters specified by the 
Input mask. For example, you 
can only enter numbers in a 
field that uses the Phone 
Number input mask 

EKSM& 


S3 Type the appropriate data 
and then press the Enter key. 


















































CREATE AN INPUT MASK 


You can create 
your own 
input mask 
to establish 
a pattern 
for data you 
can enter in 
a field. 



You may want to 
create your own 
input mask if the 
Input Mask Wizard 
does not offer an 
input mask that 
suits the data you 
want to enter in a 
field. To create an 
input mask using 
the wizard, see 
page 96. 


CREATE YOUR OWN INPUT MASK 



D Click the name of 
the field you want to 
use an input mask. 


Click the area beside 

Input Mask. 

El Type the input mask 
you want to use. 


Q Click to save 
your change. 


Q Click to display your 
table in the Datasheet view. 
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How do I remove an input mask? 

If you no longer want a field to use an 
input mask, you can delete the input 
mask. In the Input Mask area for the field, 
position the mouse to the left of the 
input mask and then drag the mouse 
until you highlight the entire input mask. 
Then press the Delete key to delete the 
input mask. 


input 




Tip 

'V 


Why does the Property Update Options 
button (V ) appear when I create an input 
mask? 

You can use the Property Update Options 
button ([|? ) to automatically update the 
format of the field in all your forms or 
reports that display the field. Click the 
Property Update Options button to display 
a list of options and then select the option 
you want to use. The Property Update 
Options button is available only until you 
perform another task. 


Upb&Ti 
DetaJt u n:\J5 
varSdaton Ftute 




U Type the appropriate 
data. 

Note: Access will only accept 
characters specified by the Input 
mask. In this example, you can 
enter only 7 digits in the field. 


USE AN INPUT MASK 


Q Click an empty cell 
in the field that uses 
the input mask. 

0 To move to the 
beginning of the cell, 




press the Home key. 


INPUT MASK CHARACTERS 


You can use these characters to create an input mask. 

C 

Character or space, optional. 

Decimal point and thousands, 
date and time separators. 


Numbers 0 to 9, required. 
Plus (+) and minus (-) signs 
not allowed. 


Number or space, optional. 
Plus (+) and minus (-) signs 
not allowed. 

# 

Number or space, optional. 
Plus (+) and minus (-) signs 
allowed. 


Letters A to Z, required. 

2 _ 

Letters A to Z, optional. 

A 

Letter or number, required, 
a 

Letter or number, optional. 

& 

Character or space, required. 


Convert the following 
characters to lowercase. 


Convert the following 
characters to uppercase. 

! 

Display characters from right 
to left, rather than from left 
to right. 

A 


Display the following input 
mask character. For example, 
\& will display &. 

Password 

Display an asterisk (*) for 
each character you type. 
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CREATE A FIELD TO STORE PICTURES 


You can create 
a field that 
allows you to 
add a picture 
to each record 
in a table. 


For example, you 
can create a field 
to store pictures 
of employees, 
houses for sale, 
artwork, recipes 
or products. 



Access allows 
you to include 
pictures stored 
in several 
popular file 
formats, such as 
Bitmap (.bmp) 
and Windows 
Metafile (.wmf). 


CREATE A FIELD TO STORE PICTURES 



j To create a field that 
will store pictures, click 
the name of the field you 
want to appear after the 
new field. A triangle (► ) 
appears beside the field 
name. 


■ To add a field that will 
store pictures to the end 
of your table, click the 
area directly below the 
last field name. Then 
skip to step 3. 



■ A new row appears 
where you can enter 
information for the new 
field. 


Type a unique name 
for the field and then 
press the Enter key. 
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Will the pictures I add to my table appear 
on a form? 

When you create a form using a table that 
includes pictures, the form will display the 
pictures. 



Can I add other types of files to a table? 

You can add files such as documents, 
spreadsheets, sounds and videos to a 
table as you would add pictures to a table. 
When you double-click the cell containing 
a file in a table, the appropriate program 
will open and display or play the file. 
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To select the data type 
for the new field, click the 
arrow ( ) in the Data 

Type area. 

0 Click OLE Object. 


"0 Click to save your 

changes. 

Click to display your 

table in the Datasheet view. 

The new field will appear 
in your table. 



ADD A PICTURE TO A RECORD 

l d 

Click the cell for the 
record you want to add 
a picture to. 


E Click Insert. 
^"E Click Object. 


KZ!» 
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CREATE A FIELD TO STORE PICTURES 


When adding 
a picture to 
a record in a 
table, you must 
specify where 
the picture is 
stored on your 
computer. 



CREATE A FIELD TO STORE PICTURES (CONTINUED) 
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■ The Microsoft Office 
Access dialog box appears. 

Q Click Create from File 

to add a picture stored on 
your computer to the record 
( changes to ). 


Q Click Browse to 
locate the picture on 
your computer. 


TiT^r? 





R 5 


Tribute Electronics :... ™ Products: Table 


This area shows the 
location of the displayed 
files. You can click this 
area to change the location. 

Click the name of the 
picture you want to add 
to the record. 


O Click OK to confirm 
your selection. 
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Why would I add a link to a picture to my table? 



When you add a link to a picture, Access creates a 
connection to the original picture on your computer. 
Changes you make to the original picture will affect 
the picture in the table. If you choose not to add a 
link to a picture, Access stores a copy of the picture 
in your database. Changes you make to the original 

picture will not affect 
the picture in the table. 


1 Pepper Stir-fry Bitmap,^' 

2 Omelet Bitmap In 

l Deluxe Pizza Bitmap Image! 

4 Lasagna Bitmap I mag J 

5 Pancakes Bitmap Imagg 


How do I remove a picture I added 
to my table? 

To remove a picture from a table, 
click the cell containing the picture 
and then press the Delete key. 
Access will not delete the original 
picture stored on your computer. 





■ ft * 


a 


rjfiv 



! I ■■irrj 

(PiMUlPHu-i Ciwij 

1 l.NlfWl 1 



1 TOTI 

"r'iij 





__J 




jvm 


wbw 





liSOtl' 





_____ y . 



.BjCfl ■.fcjnpr 

NOrW AuSv 




? 3fi‘ rti! 1.4 mil "flkp4.LT 


11 ?»9t ' 


1 


[ FUnuj 




P in-,: r.7*«i 






iGJ&pi*# k 






II 


-. ILil.il 

yiw' 






ww. 


1 * 

■i . i ! x- 






This area displays 
the location and name of 
the picture you selected. 

To add a link to 
the picture, click Link 
( changes to ). 


Note: For more information 
about adding a link to a picture, 
see the top of this page. 

Q Click OK to add the 
picture to the record. 



The cell displays 
information about the 
picture you added to 
the record. 

i To add pictures to 
other records, repeat 
steps 1 to 9 starting 
on page 103 for each 
record. 


To view a picture, 
double-click the cell 
containing the picture 
you want to view. 

Note: A warning dialog 
box may appear Click 
to continue. 
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CREATE A LOOKUP COLUMN 


You can create 
a lookup column, 
which displays a 
list of values that 
you can choose 
from when entering 
information in a 
field. 



Product 


Shipping Method 


Victoria cutlery sets 
Open sign 
Henderson chairs 
Table decorations 
Ashley dish sets 
Oak tables 
Standard menus 
Blue napkins i 


FedEx 


FedEx 


UPS 


Purolator 


CREATE A LOOKUP COLUMN 




The Lookup Wizard 
appears. 

'Q To type the values 
you want to appear in the 
lookup column, click this 
option ( changes to 


Click Next to continue 
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Why would I create a 
lookup column? 

Creating a lookup column 
is useful if you repeatedly 
enter the same values in 
a field. For example, if 
your customers reside 
in three states, you can 
create a lookup column 
that displays the three 
states, such as CA, TX 
and IL. 




— 0 Click this area and 
then type the first value 
you want to appear in 
the lookup column. 


To adjust the width of the 
lookup column, position the 
mouse over the right 
edge of the column heading 
(t - changes to H* ) and 
then drag the column edge 
to the width you want. 



Outdoor Sporting Go. 


Products: Table 


Q To enter the next value, 
press the Tab key and 
then type the value. 

0 Repeat step 7 for each 
value you want to appear 
in the lookup column. 


i 


When you finish 
entering all the values 
for the lookup column, 
click Next to continue. 


BA 


► 
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CREATE A LOOKUP COLUMN 




When entering data 
in a field, you can 
select a value from 
a lookup column to 
save time. 


Selecting a value 
from a lookup column 
can also prevent 
errors such as typing 
mistakes and ensure 
that you enter the 
correct type of data 
in a field. 



CREATE A LOOKUP COLUMN (CONTINUED) 
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EE] This area displays the 
name of the field that will 
offer the lookup column. 
To change the field name, 
type a new name. 


Click Finish to create 
the lookup column. 


E Click to save your 
changes. 


To display your table 
in the Datasheet view, 
click 
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Do I have to select a value from a lookup 
column? 

No. If a lookup column does not display 
the value you want to use, you can type 
a different value. To hide a lookup column 
you displayed without selecting a value, 
click outside the lookup column. You can 
then type your own value. 



Can I change the values in a lookup 
column? 

If you want to change the values that a 
lookup column displays, you can recreate 
the lookup column. To recreate a lookup 
column, repeat the steps starting on 
page 106. 
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USE A LOOKUP COLUMN 

D To use a lookup column 
to enter data, click a cell 
in the field that offers 
the lookup column. An 
arrow ( ) appears. 


E3 Click the arrow ( ] 

to display the lookup 
column. 

0 Click the value you 
want to enter. 


The value you selected 
appears in the cell. 


1 


To return to the 
Design view, click 
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CREATE A YES/NO FIELD 


You can create a 
field that accepts 
only one of two 
values —Yes/No, 
True/False or 
On/Off. 



For example, 
you can create 
a Yes/No field to 
specify whether 
each student 
passed a course. 



jj Click the field you 
want to appear after 
the new Yes/No field. 
A triangle (► ) appears 
beside the field name. 


To add a Yes/No field 
to the end of your table, 
click the area directly 
below the last field name, 
Then skip to step 3. 

l e Click to add a 



' Outdoor Sporting Go... 


An area appears where 
you can enter information 
for the new field. 

El Type a unique name 
for the new field and then 
press the Enter key. 


i 


To select the data 
type for the new field, 
click the arrow ( ) 

in the Data Type area. 

Click Yes/No. 


field to your table. 
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Tip 


How can I display data in a Yes/No field? 



W 




Check Box 

Displays a check box ( ). 

You can click the check 
box to indicate Yes ( ) 

or No ( ). 


Text Box 

Displays a value, such as Yes 
or No. You can type the value 
you want to enter. 


Combo Box 

Displays a value, such as Yes 
or No. You can type the value 
you want to enter or click the 
arrow ( ) in a cell to select 

the value from a drop-down list. 
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— 0 To select a format for the 
field, click the area beside 
Format. An arrow ( ) 

appears. 

□ Click the arrow ( v ) to 
display the available formats. 
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Click the format you 
want to use. 

'0 To select the way you 
want data to appear in the 
field, click the Lookup tab. 

Note: You can click the General 
tab at any time to return to the 
General properties. 


Click the area beside 

Display Control. An 

arrow ( ) appears. 

4D Click the arrow ( ) 

to display the available 
options. 


i 


Click the display 
option you want to use. 

Note: For information on the 
display options, see the top 
of this page. 
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If you are creating 
a Yes/No field that 
uses a Combo Box, 
you can specify the 
values you want 
to appear in the 
drop-down list for 
the field. 



InStock I Discontinued 


Product flame 


Product ID 


Shoes 


1001 


Harrison 


Running 


1002 


Energy 


Bar 


1003 


Clearwater Bottle 
DVD Sunglasses 
The Ultimate Exercise 
Reflective Jacket 


1004 


1005 


Book 


CREATE A YES/NO FIELD (CONTINUED) 



EE If you selected Combo 
Box in step 12, click the area 
beside Row Source Type. 

An arrow ( ) appears. 

Note: If you selected Check Box or 
Text Box in step 12 , skip to step 18 


EE Click the arrow ( ) 

to display the available 
options. 

E Click Value List to 

be able to type the values 
you want to appear in the 
drop-down list for the field. 


EE Click the area beside 

Row Source. 

EE Type the two values 
you want to appear in the 
drop-down list for the field. 
Separate the values with 
a semicolon (;). 


Note: The values you type 
should match the format 
you selected In step 8 on 
page 111. 
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Tip 

% 


How can I speed up entering data in a 
Yes/No field? 


When you add a new record to your table, 
Access automatically displays the No, 
False or Off value in a Yes/No field. The 
value Access displays depends on the 
format you selected in step 8 on page 111. 
If most of your records will require a Yes, 
True or On value, you can change the 
default value to Yes, True or On. To set 
the default value for a field, see page 91. 



Tip 

tI 


Why does the Property Update Options 
button ) appear when I create a 
Yes/No field? 

You can use the Property Update Options 
button (j¥ ) to automatically update the 
format of the Yes/No field in all your forms 
or reports that display the field. Click the 
Property Update Options button to display 
a list of options and then select the option 
you want to use. The Property Update 
Options button is available only until you 
perform another task. 
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"E Click to save 
your changes. 


ES Click to 
display your table in 
the Datasheet view. 
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The Yes/No field 
appears in your table. 


i 


To return to the 
Design view, click 
















































































CREATE A HYPERLINK FIELD 


You can create a field 
that allows you to add a 
hyperlink to each record 
in a table. A hyperlink, 
also called a link, allows 
you to quickly display a 
Web page or file or send 
an e-mail message. 


For example, you can create 
a Hyperlink field to store 
the Web page addresses 
or e-mail addresses of your 
suppliers. You can then 
select a hyperlink to quickly 
display a supplier's Web 
page or send the supplier 
an e-mail message. 



CREATE A HYPERLINK FIELD 



U To create a field that will 
store hyperlinks, click the 
name of the field you want 
to appear after the new 
field. A triangle (I ) appears 
beside the field name. 


■ To add a Hyperlink 
field to the end of your 
table, click the area 
directly below the last 
field name. Then skip 
to step 3. 


A new row appears where 
you can enter information for 
the new field. 

Type a unique name for 
the field and then press the 

Enter key. 
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What types of files can I create hyperlinks to? 

You can create hyperlinks to files such as 
documents, pictures, spreadsheets and 
sounds. When you select a hyperlink to a 
file, the appropriate program will open and 
display or play the file. To select a hyperlink 
to a file, see page 117. 


iWv?i7 [ (.tub 


Dear member: 



Tip 

rf 


Will the Hyperlink field I add to my table 
appear on a form? 

When you create a form using a table that 
contains a Hyperlink field, the form will 
display the Hyperlink field. You can select 
a hyperlink on a form as you would select 
a hyperlink in a table. To select a hyperlink 
in a table, see page 117. 




1 


To select the data type 
for the new field, click the 
arrow ( ) in the Data 

Type area. 


‘ 0 Click to save your 

changes. 

H Click to display your 
table in the Datasheet view. 


0 Click Hyperlink. 



The Hyperlink field 
appears in your table. 


To return to the Design 
view, click 


Note: To add hyperlinks to the 
field, seepages 116to 119. 














































































CREATE A HYPERLINK FIELD 


After you create a 
field that will store 
hyperlinks, you can 
add hyperlinks to 
the field that will 
allow you to quickly 
display Web pages 
or files stored on 
your computer, 
network, corporate 
intranet or the 
Internet. 



Company ID 

Company Name 

Web Site 

1 

Sports Inc. 

www.SDortsmc.com 

2 

Slam Dunk Inc. 

wra^lamdunkxom 

3 

J J. Sports Wear 

wwwJ.jsportswear.com 

4 

Total Sports Inc. 

www.totalsports.com 

5 

Racquets R Us 

www.racquets.com 


CREATE A HYPERLINK TO A WEB PAGE OR FILE 
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An intranet 
is a small 
version of the 
Internet within 
a company. 
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® Customers: Table 


L n To create a hyperlink to 
a Web page or file, click the 
cell for the record you want 
to add the hyperlink to. 

Note: To create a field that will 
store hyperlinks, see page 114. 


E3 Click to add a 

hyperlink. 

■ The Insert Hyperlink 
dialog box appears. 


Outdoor Sporting Go... 


Click Existing File 
or Web Page to create 
a hyperlink to an existing 
file or Web page. 

Q To create a hyperlink 
to a Web page, click this 
area and type the address 
of the Web page. 




To create a hyperlink 
to a file on your computer 
or network, click the file in 
this area. 

This area shows the 
location of the displayed 
files. You can click this area 
to change the location. 
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Is there a faster way to create a hyperlink 
to a Web page or file? 


Tip 


How do I remove a hyperlink to a Web 
page or file? 


Yes. When you type the address of a Web 
page or the location and name of a file 
into a field that stores hyperlinks, Access 
will automatically change the address or 
location and name to a hyperlink for you. 



i 


To select the hyperlink you want to remove, 
position the mouse over the left edge 
of the cell that contains the hyperlink 
( changes to -Ji) and then click to 
select the contents of the cell. To delete 
the hyperlink, press the Delete key. 
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This area displays the 
text that will appear in the 
Hyperlink field. 


O Click OK to add the 
hyperlink to the field. 


0 To change the text, drag 
the mouse over the text 
until you highlight all the 
text. Then type the text you 
want to appear in the field. 



i 


I* Outdoor Sporting Go... 


Access adds the hyperlink 
to the field. A hyperlink appears 
underlined and in color. 

I When you position the 
mouse over a hyperlink, a 
yellow box appears, displaying 
the Web page address or the 
location and name of the file 
that the hyperlink will display. 


SELECT A HYPERLINK 

Q To select a hyperlink 
to display the Web page 
or file connected to the 
hyperlink, click the 
hyperlink. 







































































































CREATE 


After you create 
a field that will 
store hyperlinks, 
you can add 
hyperlinks to 
the field that 
will allow you 
to quickly send 
e-mail messages. 


A HYPERLINK FIELD 



CREATE A HYPERLINK TO AN E-MAIL ADDRESS 



Outdoor Sporting Go... 


tO To create a hyperlink to 
an e-mail address, click the 
cell for the record you want 
to add the hyperlink to. 

Note: To create a field that will 
store hyperlinks, see page 114. 




Click to create 


a hyperlink. 


The Insert Hyperlink 
dialog box appears. 


slk£ 
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Customers: Table 




E3 Click E-mail Address 

to create a hyperlink to an 
e-mail address. 


Note: Access automatically 
adds mailto: to the beginning 
of the e-mail address you type. 


Q Click this area and type 
the e-mail address of the 
person you want to receive 
the e-mail messages. 


f you want specific 
information to appear in 
the Subject area of the 
e-mail messages, click 
this area and type the 
subject. 
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Tip 


Is there a faster way to create a hyperlink 
that will allow me to send e-mail 
messages? 

Yes. In a field that stores hyperlinks, you 
can type mailto: followed by the e-mail 
address of the person you want to send 
messages to. For example, you can type 
mailto:shawn@abccorp.com. Access will 
automatically change the text you type to 
a hyperlink. 


mailto:shawn@abccorp.com 



Tip 

HP 


How do I remove a hyperlink to an e-mail 
address? 


To select the hyperlink you want to remove, 
position the mouse over the left edge 
of the cell that contains the hyperlink 
(. changes to -J-i ) and then click to 
select the contents of the cell. To delete 
the hyperlink, press the Delete key. 



E-mail Address 


ice daniel@abc.com 


5^ in da@akc.c 


ies| david@abc. 
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HM 
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■■ This area displays the 
text that will appear in the 
Hyperlink field. 

H3 To change the text, drag 
the mouse over the text 
until you highlight all the 
text. Then type the text you 
want to appear in the field. 


ii 


Click OK to add the 


hyperlink to the field. 


■ Access adds the 
hyperlink to the field. 

A hyperlink appears 
underlined and in color. 


SELECT A HYPERLINK 

El To select a hyperlink to 
send an e-mail message to 
a person, click the hyperlink. 

Your e-mail program 
will open, displaying a new 
message addressed to 
the person you specified. 
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USING SMART TAGS 


You can use smart 
tags to quickly 
perform tasks 
while working in 
Access. A smart 
tag is information, 
such as a date, 
which Access 
recognizes and 
labels. 


For example, you can 
have Access label dates 
in a field to allow you to 
quickly display your 
Microsoft Outlook 
calendar for a date of 
interest. 


USING SMART TAGS 
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U Click the field you 
want to use smart tags. 


□ 


Click the area beside 
Smart Tags. A button (Lej ) 
appears. 

E3 Click the button (Z~]). 



The Smart Tags dialog 
box appears. 

This area displays 
the types of information 
Access can label as 
smart tags. 


I You can click the 
check box beside a type 
of information to turn 
smart tags on (F) or 
off (F ) for the 
information. 


Click OK to confirm 
your changes. 
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What actions can I perform for data labeled with a smart tag? 


Date 

When a date in your table 
is labeled with a smart tag, 
you can display your 
Microsoft Outlook calendar 
or schedule a meeting for 
the date. 


Address 

Date 

1 . .Beach St 
' Pine St. 

_ 12/23/2003 A. y 
j 4/21/2004 

11/07/2003 

1 10/20/2003 rftSfJ 

Ne stside St. 

l/lill St. 



Rag August. 2004 


Financial Symbol 

When a company’s financial 
symbol in your table is 
labeled with a smart tag, you 
can get a stock price or 
display information about the 
company, such as a company 
report or a recent news item. 


Company Name 

i Financial Symbol 1 

■ 

j Microsoft Corporatk 

Dn [ MSFT^ _ 


Intel Corporation 

. INTC 

4 

. Coca-Cola Bottling 

Co. COKE 

i 



Person’s Name 

When a person’s name or e-mail 
address is labeled with a smart 
tag in your table, you can send 
the person an e-mail message, 
schedule a meeting with the 
person, view the person’s 
contact information or add the 
person to your list of contacts in 
Microsoft Outlook. 


Address 

Name 


9 Beach St. i 

Erin Baker j 


1 

0 Pine St. I Paul Fraser j 


Westside St. z . 

-- "1 

Mill St. 

Ryan Smith j 

Mary Wilson 


ET MR/lrar-hl Hij rii 



| | 

1 1 

Tii'i3r| Tribute Electronics... B Employees 

: Table 12:00 PM | 


This area displays 
information about the 
smart tags you selected. 


0 Click to save your 

changes. 

l h Click to display 

your table in the 
Datasheet view. 


USE A SMART TAG 


A purple triangle appears 
in the bottom right corner of 
a cell containing data that 
Access labels with a smart 
tag. 

D To perform an action 
using a smart tag, click a cell 
containing a purple triangle. 


The Smart Tag Actions 
button (2 ) appears. 

|“0 Click the button to 
display a list of actions 
you can perform using 
the smart tag. 

0 Click the action you 
want to perform. 



























































